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Foreword 

U  AVING  a  few  spare  hours  on 
Christmas  day,  the  writer 
jotted  down  these  few  lines  with 
the  sincere  prayer  that  they 
would  help  some  one,  some  day, 
some  where. 


^ 


Think! 


^HIS  is  the  season  of  the  year  when  thoughtful 
persons    are    taking    an    inventory    of    their 
mental  and  material  stock  on  hand;    pausing  to 
meditate  upon  their  plans  for  the  future. 

This  little  talk  is  chiefly  for  the  purpose  of  out- 
lining briefly  a  few  questions  to  aid  YOU  in  YOUR 
self  analysis;  questions  which  vitally  affect  YOU 
and  those  dependent  upon  YOU. 

A  friend  of  mine  was  telling  me  sometime  ago 
that  he  was  invited  to  visit  with  the  president  of  a 
very  large  concern,  at  his  home— and  while  at  the 
dmner    table,    this    prominent    man    looked    him  , 
straight  in  the  eyes  and  asked  him— 


n 


What  Is  Your  Chief  Aim  in  Lifer' 


My  friend  gulped  down  a  whole  glass  of  water 
and  almost  choked  trying  to  think  of  an  answer. 
If  there  had  been  a  knot-hole  big  enough,  he  would 
have  fallen  thru  it.  He  finally  had  to  admit 
that  he  had  no  chief  aim  in  life,  and  told  me  he 
could  never  forget  the  expression  on  the  president's 
face  when  he  heard  his  answer. 

This  question  may  not  prove  so  embarrassing 
to  YOU.  But  I  fear  that  to  most  young  men  it 
would  be  a  hard  one  to  answer.  Too  many  men 
have  no  "chief  aim."  RESULT:  They  are  like  a 
ship  without  a  rudder;  they  flounder  around  and 
waste  enough  energy  to  make  them  successful  if  it 
were  properly  directed. 

Do  you  know  that  from  many  thousands  of 
efficiency  records— actual  tests— it  has  been  found 
that  the  average  man  wastes  seventy  per  cent  of 
himself? 


The  basis  of  all  accomplishment  is  TIME.  If 
you  haven't  time,  you  can't  accomplish  anything. 

How  Many  Hours  Out  of  Every  Twenty-four 

Do  You  Waste? 

I  sat  down  a  few  weeks  ago  with  a  friend  of 
mine  who  is  a  lawyer,  and  analyzed  this  question 
and  helped  him  to  answer  it.  We  found  that  he 
had  wasted  on  an  average  of  two  hours  a  day  during 
the  past  twenty  years.  These  hours  were  wasted 
because  they  were  not  devoted  to  self-development. 

Two  hours  a  day  for  twenty  years  is  14,600 
hours. 

Nearly  two  years  of  precious  time  gone  forever. 
It  made  him  shudder  when  he  had  counted  it  up. 

The  self-improvement  which  he  could  have  built 
thru  those  14,600  hours  would  have  increased 
his  earning  capacity  by  at  least  $2,000  a  year.  This 
friend  of  mine  has  at  least  thirty  years  of  active 
service  ahead  of  him.  Two  thousand  dollars  a  year 
in  increased  earnings  for  thirty  years  is  $60,000. 

This  is  all  an  estimate,  of  course,  but  the  main 
point  I  wish  to  establish  is  the  fact  that  thru 
thinking  and  estimating  the  value  of  WASTED 
HOURS,  he  was  awakened  to  realize  how  important 
it  is  to  look  for  these  leaks  and  stop  them. 

I  will  venture  to  say  his  next  twenty  years  will 
show  fewer  wasted  hours. 

The  saving  of  that  seventy  per  cent  of  WASTE 
is  the  aim  of  efficiency.  All  waste  in  any  form  is 
inefficiency,  and  the  science  of  efficiency  is  the 
known  laws  that  have  to  do  with — 


1.  The  location  of 

2.  The  measurement  of 

3.  The  elimination  of 


All   Forms  of 
Waste 
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A  Few  Questions. 

1.  ^  Have  you  any  system  of  organizing,  storing, 
and  using  the  knowledge  which  you  gain  from  your 
daily  contact  with  people? 

2.  How  much  time  do  you  devote  each  dav  to 
THINKING?  ^ 

3.  Do  you  realize  that  your  SUCCESS  or 
FAILURE  depends  upon  you,  and  that  YOU  alone 
are  the  determining  factor  as  to  which  it  shall  be? 

4.  What  sort  of  SERVICE  are  YOU  giving— 
good,  poor  or  mediocre? 

5.  How  could  you  improve  YOUR  SERV- 
ICES? 

Please  be  patient.  There  are  a  few  more  of 
these  vitally  important  questions  that  I  would  like 
you  to  answer— not  to  me— but  to  yourself. 
Answer  them  so  YOU  will  be  satisfied  that  YOU 
have  not  cheated  YOURSELF. 

Do  you  know  that  the  life  histories  of  men  who 
succeed  are  very  simple?  They  have  looked  ahead, 
planned,  developed  their  own  efficiency  and  have 
been  on  the  spot  where  they  perceived  opportuni- 
ties were  bound  to  arise — efficiently  capable  of 
grasping  them. 

It  has  not  been  the  few  big  dramatic  moments 
of  their  lives  that  has  counted.  It  has  been  the 
many,  many  quiet  moments  of  perfecting  them- 
selves for  what  was  to  happen  five,  ten  years  ahead, 
that  has  counted. 

Any  man  who  will  spend  the  time  perfecting 
himself,  planning  ahead,  can  succeed  as  easily  as 
they. 

Most  men  possess  native  abilities;  abilities 
which  can  be  made  to  carry  them  forward  into 
bigger  positions. 

Most  of  us  have  the  latent  ability,  the  dormant 
power,  to  accomplish  many  great  things,  to  progress 
much  farther  than  we  have  thus  far.  Life's  greatest 
blunder  (and  ninety  per  cent  of  us  commit  that 


blunder)  is  to  under  estimate  one's  own  powers  to 
develop  and  to  accomplish. 

Mr.  A.  F.  Sheldon,  the  great  teacher,  has  said: 

''The  reason  most  men  don't  accomplish  more  is 
because  they  don't  attempt  more'' 

Don't  fool  yourself.  Try  to  diagnose  your 
own  case .  A  nalyze  yourself.  Ask  yourself  a 
few  more  questions. 

6.  Do  I  like  my  work? 

7.  Have  I  learned  the  best,  quickest  and  easiest 
way  of  doing  it? 

8.  Do  I  know  where  my  greatest  power  lies? 

9.  Is  my  aim  in  life,  my  fixed  goal,  in  line 
with  my  supreme  talent? 

10.  Do  I  believe  absolutely  in  my  own  future? 
IL     Have  I  learned  how  to  get  well  and  keep 

well? 

12.  Have  I  made  an  inventory  of  my  mental 
and  moral  traits? 

13.  Am  I  correcting  my  own  weaknesses — 
mental,  financial,  social,  or  spiritual? 

14.  Have  I  discovered  which  foods,  baths,  and 
exercises  increase  my  energy  and  heighten  my 
mentality? 

15.  Am  I  independent,  fearless,  positive? 

16.  Am  I  tactful,  cautious,  courteous? 

17.  Have  I  secured  the  best  possible  advisers 
and  associates? 

18.  Do  I  wish  my  rivals  well,  and  never  speak 
ill  of  them? 

19.  Do  I  work  harder  than  anybody  else  in  the 
business? 

20.  Have  I  learned  the  science  of  planning  my 

day  ahead? 

21.  Can  I  relax  entirely  in  my  leisure  hours? 

22.  Do  I  enjoy  art,  music,  literature  and  the 
presence  of  little  children? 

23.  Does  my  highest  ambition  include  some 
real  service  to  humanity? 


f^ONT  get  discouraged,  or  dis- 
gusted with  yourself.  Keep 
right  on.  Ask  yourself  a  few 
more  questions,  and  write  your 
answers  down. 

Take  your  time,  give  them 
careful  consideration  —  answer 
them  honestly. 


1^ 
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24.  Am  I  making  a  success  of  my  occupation? 

25.  Am  I  ahead  of,  or  behind,  the  majority  of 
those  with  whom  I  started  life? 

26.  How  much  do  I  know? 

27.  How  did  I  acquire  this  knowledge? 

28.  Am  I  using  what  I  know  in  connection  with 
what  I  do? 

29.  Am  I  still  learning? 

30.  What  is  my  character  and  reputation? 

31.  What  do  men  think  of  me? 

32.  What  do  I  think  of  myself? 

33.  What  of  my  habits? 

34.  Am   I    cleanly?     Am    I    profane?     Am    I 
punctual?     Do  I  drink? 

35.  Where  do  I  spend  my  time? 

36.  How  do  I  spend  my  time? 

37.  What  am  I  worth  in  dollars  and  cents? 

38.  How  did  I  acquire  this  ? 

39.  Do  I  save  something  of  my  income,  sys- 
tematically? 

40.  What  of  my  home  life? 

41.  Am  I  a  good  son,  brother,  husband,  father? 

42.  Who  am  I  socially? 

43.  Why  am  I  what  I  am  morally? 

44.  Why  am  I  where  I  am  financially? 

45.  What  of  my  religious  life?     Am  I  God- 
fearing?    Clean?     Helpful? 

46.  Do  I  realize  that  I  am  a  part  of  God's 
great  world-plan? 

47.  Am  I  working  to  make  the  world  wiser? 
Better?     Happier? 


r 


t 

I 


TAKE  plenty  of  time  to  answer 

these  questions. 

Read  over,  think  over,  every 
question  before  you  answer  any. 

Show  These  Answers  to 
No  One. 

Six  months  from  now,  go  over 
your  answers  to  see  what  prog- 
ress you  have  made;  and  again 
at  the  end  of  the  year. 

Try  to  make  a  good  showing — 
a  real  improvement. 
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Let's  analyze  a  little  further.  Ask  yourself  a 
few  more  questions. 

48.  Am  I  a  good  manager  of  men?  Who  says 
so?  A  thing  is  not  right  because  I  say  it  is;  a 
method  is  not  right  because  I  use  it.  'T'  is  never 
a  sufficient  reason  for  rightness.  What  results  and 
methods  prove  that  I  am  a  good  manager  of  men? 

49.  How  many  times  have  I  had  differences 
with  my  men  during  the  past  month?  Whose  fault? 
Am  I  easy  to  anger?    Who  says  so? 

50.  Am  I  increasing  in  efficiency?  In  what,  for 
instance?     How  much?     (Figures,  please.) 

51.  How  many  new  ideas  have  I  introduced  on 
my  job  in  the  last  four  weeks?  Were  they  worth 
while?     How  do  I  know? 

52.  Is  my  production  increasing  over  this  time 
a  year  ago?  What  are  the  five  principal  reasons? 
What  is  the  difference  in  figures? 

53.  Are  all  my  men  cooperating  with  me? 
Specifically,  what  do  I  mean  by  cooperating?  Do 
they  know  what  I  mean  by  cooperating? 

54.  Do  I  come  down  to  business  early  and  stay 
late?     Why  is  it  necessary  to  stay  late? 

55.  How  many  different  emergencies  can  strike 
me  or  my  department? 

56.  What  can  I  do  to  prevent  them?    What 

have  I  done? 

57.  What  are  my  ten  worst  business  faults? 
What  is  the  best  cure  for  each  one?  How  many 
am  I  trying  to  eliminate?  When  will  they  be  elim- 
inated? 

58.  Do  I  make  a  very  busy  attitude  in  my 
department,  or  is  it  one  of  quiet  and  peaceful 
preparedness,  care  and  orderly  system? 

59.  Do  I  attend  the  meetings  of  men  in  my 
line  of  endeavor,  get  the  friendship  of  successful 
men  in  my  business  or  profession?  When  and  where 
are  the  meetings  of  these  men?  Who  are  the  suc- 
cessful men  in  my  business  or  profession? 

60.  Who  knows  my  line  of  business  better  than 
I  do?     How  can  I  get  the  use  of  his  knowledge? 


f 
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61.    AM   I  FIT  FOR  A  BIGGER  JOB? 

WHAT  JOB? 

WHAT    FIFTEEN    QUALITIES    ARE 
NEEDED  TO  FILL  THAT  JOB? 

HAVE  I  THESE  QUALITIES? 


WHO  SAYS  SO? 


\ 


While  we  are  green  ,- 


We  grow. 


When  we  think  we  are  ripe, — 

We  begin  to  get  rotten. 

— Sheldon 


' 
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Well,  honestly  now,  what  do  YOU  think  of 
yourself? 

Cheer  up !  Brace  up !  Determine  to  turn  over 
a  new  leaf. 

I  will  tell  you  briefly — in  a  nutshell — the  four 
essentials  to  efficiency.  Meditate  upon  them. 
Turn  on  the  tremendous  reserve  talent  you  have  on 
tap  and  get  some  results. 

The  late  Prof.  James  of  Harvard,  perhaps  the 
world's  foremost  authority  on  psychology,  said  that 
men  do  not  use  above  ten  per  cent  of  their  available 
mental  power. 

The  first  essential  to  efficiency  is  THE 
ABILITY  TO  THINK  AND  DEAL  IN  FUNDA- 
MENTALS. 

There  are  460,000  words  in  the  English  language. 
They  are  all  made  up  of  the  twenty-six  letters  of 
the  alphabet — twenty-six  fundamentals. 

Make  no  mistake;  it  is  not  always  special  or 
technical  knowledge;  it  is  not  always  education; 
it  is  not  always  the  knowledge  of  your  business  that 
is  the  first  essential. 

Judge  Gary,  of  the  U.  S.  Steel  Corporation,  is 
not  a  steel  man. 

Frank  Vanderlip,  of  The  National  City  Bank  of 
New  York,  one  of  the  biggest  banks  in  the  world, 
was  a  Federal  officeholder,  not  a  banker. 

Norval  Hawkins,  who  has  put  millions  of  Ford 
cars  on  the  roads  of  the  United  States,  is,  I  under- 
stand, a  bookkeeper. 

The  man  who  puts  in  a  good  day's  work  and 
then  a  few  hours'  study  finding  out  what  that  work 
really  means;  who  grips  the  principles  of  it  by  find- 
ing out  what  his  job  and  the  other  jobs  in  his  con- 
cern mean  to  the  general  scheme  of  things,  is  going 
to  be  much  more  successful  than  the  best  technical, 
special-trained,  NON-THINKER  that  ever  entered 
business. 

Develope  the  ability  to  think  and  always  to  deal 
in  fundamentals,  to  use  principles  instead  of  adopt- 
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ing  schemes  and  methods  that  fit  some  other  busi- 
ness, but  never  fits  yours  exactly. 

You  might  as  well  steal  another  man's  eye- 
glasses and  expect  to  be  able  to  use  them  as  well 
as  he  because  they  are  eyeglasses  as  to  take  a 
method  or  device  that  fits  someone's  else  personality 
and  business  and  expect  it  to  exactly  fit  yours. 

Mr.  Harrington  Emerson  says  that  the  funda- 
mentals behind  human  efficiency  are — 

Standards 

1.  Records. 

2.  Planning. 

3.  Scheduling. 

4.  Despatching. 

5.  Standardized  conditions. 

6.  Standardized  operations. 

7.  Written  standard  practice  instructions. 

8.  Ideals. 

9.  Common  Sense. 

10.  Competent  counsel. 

11.  Discipline. 

12.  Fair  deal. 

13.  Efficiency  reward. 

Now  that  you  have  been  given  the  names  by 
which  these  laws  are  known,  please  do  not  make  the 
mistake  of  thinking  that  that  is  all  there  is  to  know 
about  efficiency. 

It  is  the  practice  of  these  laws  that  counts.  You 
must  know  more  than  just  the  names  of  these 
principles;  you  must  know  how  to  apply  them,  or 
you  will  find  yourself  in  the  predicament  of  a  man 
who  bought  a  trick  dog. 

A  boy  had  a  dog.  He  was  very  smart — the  boy, 
I  mean.  Well,  the  dog  was,  too.  They  were  both 
smart,  and  the  boy  had  taught  the  dog  a  number 
of  very  clever  tricks.  He  could  play  dead;  walk 
on  his  hind  legs ;  bark  answers  to  different  questions 
and  do  a  lot  of  little  things  of  this  kind. 

14 
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The  man  saw  him  and  bought  him  for  twenty 
dollars,  but  when  he  took  the  dog  home  he  found, 
to  his  disgust,  that  the  dog  would  not  do  a  single 
one  of  his  tricks  for  him.  He  coaxed  him,  cajoled 
him,  and  finally,  I  am  afraid,  kicked  him.  But 
nothing  doing. 

Finally,  he  grabbed  the  dog  by  one  ear  and  took 
him  back  to  the  boy,  and  said,  ''Here,  give  me  my 
money  back;  this  is  no  trick  dog.'* 

'That  so?''  said  the  boy.  Then  turning  to  the 
dog,  he  said:  "Here,  Pete,  jump  thru!"  and  the 
little  dog  jumped  straight  thru  his  little  master's 
arms.  Then  the  boy  made  him  play  dead,  walk  on 
his  hind  legs,  and  go  thru  his  entire  repertoire 
of  tricks  whilst  the  man  looked  on.  Finally,  with 
a  broad  grin  on  his  face,  the  boy  turned  to  the  man 
and  said:  "You  know,  mister,  to  make  this  dog  do 
tricks,  you  hafter  know  more  than  the  dog!" 

So  you  will  have  to  know  more  than  the  mere 
names  of  the  efficiency  principles  to  enable  you  to 
apply  them. 

The  second  essential  for  increased  efficiency  is 

recognizing  that — 

Success  Is  Now 

Success  IS  not  something;  not  a  laurel  that 
awaits  you  five,  ten,  fifteen  years  hence — after  a 
certain  amount  of  preparation.  It  lies  in  being  a 
success  in  what  you  are  doing  today,  in  what  you 
will  do  tomorrow. 

Just  as  soon  as  you  stand  out  a  little  above  your 
fellow  workers  and  peg  away  at  a  definite  plan,  you 
will  be  watched  and  helped  by  the  management 

to  get  up. 

All  you  have  to  do  is  to  keep  on  keeping  on. 
Some  day  when  you  least  expect  it,  promotion  will 
come,  and  once  you  are  out  of  the  crowd,  there's 
the  goal  you  were  striving  for  right  ahead  of  you. 

But,  just  a  word  of  warning  right  here.  One  of 
the  obstacles  in  mental  laziness  after  the  first 
success  is  a  SWELLED  HEAD. 
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Beware  of  your  self-importance.  It's  distasteful 
to  others.  A  really  big  man  is  never  afflicted  with 
this  disease.  It's  only  the  little,  narrow  gauge 
fellows  who  wish  to  appear  big,  but  they  don't  fool 
anyone  but  themselves — and  they  are  so  mentally 
blind  they  can't  see  that. 

Don't  let  your  ambition  run  away  with  your 
common  sense. 

The  third  essential  to  increased  efficiency  is — 

Your  Mental  Attitude 

The  way  you  look  at  things. 

Get  the  right  viewpoint. 

Walter  Dill  Scott  says,  "Success  or  failure  in 
business  is  more  a  matter  of  mental  attitude  than 
it  is  of  mental  capacity. 

If  more  men  had  the  mental  attitude  that  asks, 
''What  am  I  doing  day  by  day,  week  by  week,  year 
by  year,  to  build  up  my  natural  ability,  to  acquire 
the  qualities  needed  for  success  in  my  business  or 
profession,"  more  men  would  succeed. 

Use  common  sense — it  is  the  rock  on  which 
efficiency  is  built.  Efficiency  isn't  system.  You  can 
systematize  the  most  useless  and  wasteful  actions 
in  all  the  world.  You  can  systematically  bail  the 
ocean  out  with  a  thimble,  but  that  isn't  efficiency. 

Efficiency  isn't  more  energy,  more  hustling. 
We  hustle  enough  now  as  it  is.  The  hustler  is  a 
good  deal  like  the  Chinese  peasant  who,  when  the 
roads  get  bad  in  China,  strengthen  their  carts.  It 
never  occurs  to  them  to  fix  the  roads. 

And  the  hustler,  when  pressed,  puts  on  a  little 
more  steam  and  hustles  still  harder,  instead  of 
sitting  down  and  thinking  it  out. 

It's  all  right  when  the  stretch  of  road  is  short, 
but  when  the  road  is  a  lifetime  long  you  can  not 
keep  up  this  hustling  pace  without  breaking  the 
human  cart. 

Get  the  right  mental  attitude.  ''He  can  who 
thinks  he  can,"  and,  visa  versa,  "He  can't  who 
thinks  he  can't." 
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Start  out  each  morning  thinking  right,  with  the 
right  mental  attitude. 

The  fourth  and  last  essential  to  increase  effi- 
ciency is — 

The  Effect  You  Have 
Upon  Others 

What  other  men  think  of  you.  The  influence 
which  you  exert. 

Some  call  it  personality. 

Call  it  what  you  wish,  the  fact  remains  that  men 
succeed  according  to  the  way  they  influence  others. 

I  know  many  a  good  man  and  so  do  you,  holding 
down  a  second  or  third  rate  job  because  he  is  too 
flippant — or  because  no  one  believes  he  is  capable 
or  broad  gauged. 

You  must  be  able  to  inspire  confidence,  and  to 
do  this  depends  upon  your  development  of  Ability, 
Reliability,  Endurance  and  Action.  Your  ability  to 
get  favorable  attention,  your  ability  to  persuade 
people. 

There  are  certain  personal  qualities  and  ways  of 
thinking  and  doing  which  always  produce  success 
and  it  is  the  man — the  personal  equation  that 
counts. 

No  one  has  placed  a  limit  on  your  possibilities 
save  only  yourself.  Nothing  can  prevent  a  man's 
succeeding  when  he  has  grit  and  determination. 

But,  procrastination  kills  many  an  ambition. 

In  the  course  of  the  next  twelve  months  you  will 
spend  several  hundred  hours  and  several  hundred 
dollars  feeding,  clothing,  and  otherwise  ministering 
to  that  body  of  yours. 

How  much  time,  effort,  and  money  are  you 
going  to  spend  in  that  twelve  months  in  feeding 
your  brain} 

You  have  twenty-four  hours  a  day,  three  hun- 
dred and  sixty- five  days  in  a  year — ^what  do  you 
do  with  it  all? 
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Eight  hours  is  enough  for  sleep;  you  probably 
work  nine  hours;  what  becomes  of  the  other  seven? 

Your  future  is  determined  as  much  by  what  you 
do  out  of  working  hours  as  by  what  you  do  during 
working  hours. 

Nothing  can  be  accomplished  without  effort. 
Nothing  worth  while  is  ever  very  easy.  You  will 
have  to  work  to  get  efficiency,  but  efficiency  is 
success,  the  terms  are  synonymous. 

Is  Success  Worth  While  f 

We}l,  then,  after  all  this  self  examination  and 
talk: 

What  Are  You  Going  to  Bo  About  It? 

Out  of  every  one  hundred  men  of  the  age  of 
twenty- five,  sixty-six  of  them  will  live  to  be  sixty- 
five  years  of  age. 

Of  those  sixty-six,  only  one  will  be  wealthy. 

Four  will  be  fairly  well-to-do. 

Five  will  still  be  working  for  a  living  at  the  age 
of  sixty- five. 

The  remaining  fifty-six  will  be  dependent  upon 
their  friends,  their  children  or  charity  for  the  very 
bread  and  butter  that  they  eat. 

These  are  not  my  figures;  they  are  the  record 
of  one  of  the  big  insurance  companies  in  New  York, 
records  so  carefully  compiled  that  they  risk  millions 
of  dollars  a  year  on  their  accuracy. 

This  is  the  time  to  begin  the  year  right.  You 
can  make  this  year  the  record  year  of  your  life, 
if  you  will. 

Your  precious  years  are  flying  by  at  a  fearfully 
rapid  pace.  The  years  seem  shorter  to  you  now 
than  they  did  not  so  long  ago. 

WHAT  USE  WILL  YOU  MAKE  OF  YOUR 
SPARE  HOURS  THIS  YEAR? 


Think. 


18 


pOLLOWING  is  an  alphabet- 
ically arranged  list  of  Posi- 
tive and  Negative  qualities. 

Check  yourself  up  once  more 
with  these  qualities,  and  each 
month  note  your  improvement* 
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Positives 

Activity 
Ambition 
Calmness 
Carefulness 

Civility 

Competency 

Concentration 

Constructiveness 

Content 

Courage 

Courtesy 

Decision 

Desire  to  Serve 

Dispatch 

Due  Emotionality 

Earnestness 

Economy 

Efficiency 

Faith 

Fidelity 

Generosity 

Good  Judgment 

Gracefulness 

Gratitude 

Health 

Honesty 

Industry 

Initiative 

Just  Commendation 

Knowledge 

Love 

Loyalty 

Mental  Depth 

Moral  Helpfulness 

Moral  Uprightness 

Neatness 

Obedience 

Open  Mindedness 

Optimism 

Originality 


Negatives 

Inactivity 
Apathy 
Rashness 
Carelessness 

Incivility 

Incompetency 

Scatteration 

Destructiveness 

Discontent 

Cowardice 

Discourtesy 

Indecision 

Selfishness 

Procrastination 

Callousness 

Indifference 

Extravagance 

Inefficiency 

Doubt 

Infidelity 

Stinginess 

Poor  Judgment 

Awkwardness 

Ingratitude 

Sickness 

Dishonesty 

Laziness 

Inertness 

Fault  Finding 

Ignorance 

Hatred 

Disloyalty 

Mental  Shallowness 

Moral  Injury 

Moral  Crookedness 

Slovenliness 

Disobedience 

Obstinacy 

Pessimism 

Imitation 
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Positives 

Order 

Peace 

Perception 

Persistence  in  Obedience 

to  Higher  Motives 
Poise 
Politeness 
Punctuality 
Purity 

Quick  Mental  Grasp 
Reasonableness 
Recollection 
Refinement 
Regularity 
Reverence 
Self  Control 
Self  Reliance 
Sense  of  Humor 
Sincerity 
Stability 

Straightforwardness 
Strength 
Tact 

Temperance 
Thoroughness 
True  Humility 
Trustfulness 
Truthfulness 


Negatives 

Disorder 
Worry 
Stupidity 
Yielding  to  Lower 

Motives 
Excitability 
Rudeness 
Tardiness 
Impurity 

Intellectual  Dullness 
Unreasonableness 
Forgetfulness 
Coarseness 
Irregularity 
Irreverence 
Lack  of  Self  Control 
Dependence 
Lack  of  Sense  of  Humor 
Insincerity 
Instability 
Duplicity 
Weakness 
Inexpediency 
Intemperance 
Laxity 
Haughtiness 
Suspicion 
Lying 
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Ability 


I 


Reli-ability 


Endurance 


A  ction 


S  Observation 
Concentration 
Judgment 
\  Reason 
I  Memory 
\  Imagination 

(Hope 
Faith 
Earnestness 
Honesty 
\  Justice 
J  Courage 
f  Kindness 
^  Loyalty 
(  Health 
1  Strength 
.  \  Vigor 
I  Symmetry 
\  Activity 
Decision 
Dispatch 
Initiative 
Industry 
Self  Control 


A'R'E-'A 
The  sum  of  a  man's  Ability,  i?eli-ability,  En- 
durance, and  Action,  determines  the  AREA  of  a 
man. 
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I  IFE  is  just  one  hill  after  another,  but  the  view 
from  the  top  is  worth  while.  Unfortunately 
some  of  us  look  only  at  the  hills  and  never  see  over 
them.  What  are  we  going  to  do  with  the  hills? 
They  are  either  going  to  shut  out  our  view  and 
circumscribe  our  lives  or  they  are  going  to  lift  us 
up  to  a  broader  outlook  and  a  larger  living.  Every- 
one of  us  that  is  worth  anything  is  continually 
being  confronted  with  tasks  that  are  too  big  for  him. 
There  they  stand  like  mountains  before  our  progress. 
But  with  what  different  spirits  men  approach  them. 
One  man  sees  the  long  incline  and  the  rugged  way 
and  thinks  perhaps  of  the  unsurmounted  summit 
and  despair  defeats  him  at  the  outset.  He  sees 
only  the  greatness  of  the  task  and  the  littleness  of 
his  own  power. 

Discouragement  stops  him  before  he  starts. 

Another  man  is  never  deterred  but  only  de- 
termined by  the  confronting  of  a  large  task.  It 
may  be  too  great  for  him  now  but  he  will  develop 
greater  strength  as  he  struggles.  His  pride  is 
thrilled  and  his  determination  is  stirrad  by  the 
challenge  of  his  powers,  and  all  that  is  in  him 
responds  to  that  challenge.  Hills  furnish  not 
merely  difficulties  but  prospects  for  him  and  he 
goes  right  to  the  climbing. 
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Great  tasks  are  not  obstacles  merely,  but  op- 
portunities and  he  enters  upon  them  with  all  his 
energy.  Difficulties  should  not  deter  us.  Some 
of  us  pity  ourselves  sometimes  but  we  should  not 
limply  lie  down  in  self-sympathy.  We  should  be 
ambitious  for  ambition  always  climbs  over  things. 
All  the  history  of  the  world's  progress  is  a  series 
of  hill-climbing,  grappling  with  tasks  always  larger, 
and  fairly  towering  above  present  attainment  and 
ability. 

The  world  would  stand  still  in  ignorance  and 
savagery  if  this  upward  struggle  were  not  bravely 
and  persistently  maintained.  The  enormous  tasks 
of  the  world's  civilization  have  presented  frowning 
and  seemingly  impregnable  fronts,  but  the  glory 
shining  from  beyond,  attracted  and  every  repulse 
but  added  eagerness  for  a  new  attack. 

The  modem  triumphs  for  instance,  in  medical 
and  surgical  skill  at  the  battle  front  are  simply 
marvelous,  but  every  step  of  the  way  has  only  been 
fighting  ground  against  odds  that  seemed  truly 
invincible.  There  are  victories  yet  to  be  gained 
after  defeats  that  will  baffle  but  will  not  deter. 

The  modem  world  of  invention  is  a  perfect 
fairy  land  of  achievement,  exceeding  the  most 
fanciful  dreams  of  a  generation  ago,  but  every 
invention  is  the  triumph  of  some  earnest  worker 
over  tasks  that  before  were  too  great  for  men. 

It  was  too  great  a  task  to  cross  the  continent 
on  foot  so  man  summoned  steam  to  drive  his 
engines  and  haul  his  trains  a  mile  a  minute  and 
annihilate  distance.  As  population  increased  and 
spread  over  vast  areas  and  business  demanded 
quick  and  constant  intercourse  it  was  altogether 
too  great  a  task  to  hold  communication  man  with 
man— Morse  grappled  with  the  mighty  problem 
and  gave  the  world  the  telegraph.  Still  the  task 
was  too  big  for  ships  at  sea  until  Marconi  wrested 
more  secrets  from  the  heavens  and  revealed  the 
wonders  of  wireless  telegraphy. 
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I  have  spoken  of  men's  triumphs  in  the  field  of 
discovery  and  invention.  Here  submission  to 
natural  laws  and  co-operation  with  them  is  the  only 
secret.  "Obey  the  great  forces  of  nature  and  they 
will  do  your  bidding;  disobey  them  and  they  will 
crush  you  utterly."  Obey  the  lightning  and  it 
will  send  your  messages,  light  your  cities,  operate 
your  machinery,  disobey  it  and  it  will  strike  you 
dead  instantly.  Obey  fire  and  it  will  do  your 
cooking  and  warm  your  houses  in  the  bitterest 
months;  disobey  it  and  it  will  sweep  your  city  from 
the  face  of  the  earth. 

For  all  success  there  is  this  requirement  of 
obedience  to  the  fixed  laws  for  success. 

All  these  mechanical  difficulties  are  such  as 
when  once  conquered  are  permanently  conquered; 
when  solved  by  one  are  solved  for  all. 

There  are  other  difficulties  that  are  personal  and 
will  not  stay  downed.  Every  man  must  form  his 
own  character,  every  man  must  bear  his  own 
burdens,  every  man  must  choose  his  own  eternity. 
I  ask  you  to  THINK  of  the  greatness  of  this  task 
that  confronts  you  and  me  alike  and  let  us  so  work 
and  live  that  we  shall  carve  our  names  upon  men's 
hearts,  instead  of  upon  marble  tombstones. 
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Compare  your  expenditures 

with 

The  Living  Art 

A  compilation  from  statistics 
from  11,000  families,  average 
size,  two  adults  and  two  child- 
ren. 


M.  P.  NORTHAM, 

The  Emerson  Engineers, 
30  Church  St.       -       New  York 
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The  Emerson  Engineers  are  an  association  of 
about  sixty  engineers  and  specialists,  selected,  train- 
ed and  developed  by  Harrington  Emerson. 

Under  his  instruction  and  that  of  his  older 
associates,  investigations  and  reports  have  been 
made,  counsel  and  assistance  has  been  given  during 
the  last  thirty  years  as  to  waste  eliminations  in  more 
than  three  hundred  production,  transportation, 
storage,  manufacturing  and  trading  corporations. 

The  leading  engineers  in  the  association  have 
been  working  together  in  this  line  of  endeavor  for 
nearly  thirty  years.  The  other  associates  are  gradu- 
ates of  the  great  technical  colleges  or  specialists  of 
many  years  practical  experience.  Some  of  them  have 
been  associated  with  Mr.  Emerson  for  fifteen  years. 

The  working  capital,  about  $100,000,  of  the 
Emerson  Engineers  is  loaned  without  interest  by  its 
own  members,  thus  securing  a  high  degree  of  indi- 
vidual responsibility.  The  older  associates  have 
provided  a  guaranty  fund  of  about  $200,000  more. 
The  real  assets  of  the  association  are,  however, 

(l)_The  five  hundred  years  of  practical  ex- 
perience of  its  sixty  members. 

(2)_The  possession  of  reports  and  exclusive 
researches  and  investigations  that  have  cost  to 
make  over  $1,200,000.  These  reports  cover  in- 
vestigations (some  of  them  of  several  years  dura- 
tion) in  over  three  hundred  industrial  plants. 

(3)_The  possession  of  the  confidence  and  friend- 
ship of  many  of  the  great  executives  of  the  country. 

(4)— Affiliation  with  specialists  and  scientists 
in  this  and  other  countries. 

(5)— As  to  members,  methods  of  encouragement, 
more  stimulating  and  of  discipline  more  penalizing 
than  exist  in  any  other  secular  organization. 


How  Do  the  Emerson  Engineers 

Operate  f 

Where  the  directing  heads  of  an  industrial 
institution  realize  that  wastes  are  occurring  in  the 
use  of  materials,  of  labor,  of  equipment,  and  of 
money,  they  may  call  for  a  consultation. 

The  Emerson  Engineers,  by  detailing  skilled 
and  experienced  men,  will  in  a  few  days  let  the 
enquirer  know : 

(1) — ^The  extent  of  the  losses  occurring. 

(2) — How  long  it  will  take  to  eliminate  them. 

(3) — ^The  direct  monetary  gain  possible  above  the 
cost  of  the  necessary  reforms. 

If  the  prospects  warrant  and  if  further  affiliation 
is  desired,  plans  are  made  together  so  as  to  attain  the 
best  result  in  the  shortest  time  with  the  greatest 
gain  and  the  least  trouble  and  danger. 

The  gains  should  in  a  short  time  pay  for  the  cost 
of  the  work.  Thereafter,  for  years  to  come,  the 
cost  reductions  are  so  much  money  added  to  profit, 
which  in  this  manner  can  often  be  doubled. 


Main  Office  : 

Fifteenth  Floor,  30  Church  St. 

New  York  City 
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Do  you  ever  think  about  these 
things? 
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